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Objectives:
- to ensure PCS travel is processed in 
accordance with Financial Management Manual 
FMM 9762 

Complete 
authorization charge 

of official station 
(NASA Form 1450) 
and send to Travel 
Office Technician & 

traveler
Electronically Approved By: 
Associate Director

Page 1 of 1

Human Resources
Technician

Travel Office
Technician

Traveler

Advance 
required?

Approve 
advance?

Inform traveler by 
phone.

Obtain approval 
on SF 1038 and 

inform traveler by 
phone.  Fax copy 

to JSC.  See DOP-
C-007, 

page 5 of 5

No

Submit form 
Advance of 

Funds 
Application and 

account (SF 
1038) to travel 

office technician

Yes

END

Complete travel, 
prepares voucher 

and submits to JSC

Pays voucher, 
liquidate advance, 

send copy of 
disbursement 
documents to 
DFRC travel 
technician

Centralized Travel 
Office, JSC

Post 
disbursements 

and file 
documents.

END

START

No

Yes

Assign TAA#, check 
travel order for 

compliance with the 
Federal Travel 

Regulations and 
the  Financial 

Management Manual 
9762.  Estimate 

expenses and obligate 
in DARTS Accounting 

System.  Get 
authorization for 

certification of fund 
availability.  forward 

copy to JSC and 
Shipping.
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DATE APPROVED                               ISSUE         PAGE      AMENDMENT DETAILS

2/3/99                                                   Baseline

3/31/99                                                 Rev A           All           Replaced first box under Travel Office Technician 
with "Assign TAA#, check travel order for compliance....".

4/12/99                                                 Rev B          All            Under Objectives changed FMM 9700 to FMM 
9762.   Added "Authorization Change of Official Station (NASA Form 1450) to box 1 under Human Resources 
Technician, and removed "Travel Order".  Box 1 under travel Office Technician, changed FMM 9700 to FMM 
9762, and changed last word "Security" to Shipping.  Box 2 under Traveler, changed SF 1038 to "Advance of 
Funds Application and Account (SF 1038).  Under Traveler, box 3, deleted "Traveler.  Under Travel Office Tech. 
box 4, deleted "Notify JSC" and replaced with "fax copy to JSC".

See IDMS Document Master List          Rev C         1              Under first block of "Travel Office Technician"  Add 
reference to the "Federal Travel Office.
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